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16.02.00.00 - EXCESS LAND INVENTORY

16.02.01.00 Inventory

Excess Land maintains records in the Excess Land
Management System (ELMS) of all parcels defined
as "excess land," inventory and noninventory.  There
are three independent records of excess land that
constitute the official inventories:

•  Accounting Records - General ledger
accounts maintained by the Accounting Service
Center (ASC).  ASC records do not include
noninventory parcels.

•  Right of Way Record Maps -  maintained by
Right of Way Engineering.

•  Excess Land Parcel Files -  maintained by
Right of Way.

 
 Each record serves a separate purpose; together they
provide a comprehensive record of accountability
that facilitates management and disposition of excess
land.  The respective functions independently input
data to the inventory from the three basic records. 
The three records must be kept current and the Right
of Way Record Maps and Excess Land Parcel files
(see Section 16.02.06.00) must be reconciled.
 
 On federal-aid projects, all excess land files and
documents, including maps, Inventory Disposal
Records, correspondence, options, leases, notices,
contracts, and agreements, shall carry the federal-aid
project number for federal vouchering purposes.
 
 ELMS is used to record, monitor, reconcile, and
report the status of the excess land inventory.  The
ELMS User's Handbook for use of this system is
available in the district or from HQ R/W on request. 
All parcels in the ELMS are carried in “disposal
units” consisting of one or more parcels.  Multiple
parcel disposal units may be split or combined (along
original acquisition parcel lines ONLY) at the
discretion of the Excess Land Manager to optimize
the marketability or disposal potential as necessary. 
Each parcel has an inventory or noninventory
category.  Disposal units may be comprised of both
inventory and noninventory parcels.
 
 16.02.02.00 Inventory Categories
 

 The inventory categories are as follows:
 

 1 - Disposable Category
  1A -  Available for immediate sale

 2 - Hold Category
  2A -  Engineering Hold
  2B -  Public Agency Hold
  2C -  Administrative/Legal Hold
  2D -  Environmental Hold

 3 - Entry Category
  3   -  New excess land pending immediate

clearance or pending hold category
assignment.

 
 16.02.03.00 Inventory Process and Control
 
 New excess parcels are placed in Category 3 pending
clearance and transfer to another category. (See
16.03.00.00 for clearance procedures). Parcels can
remain in Category 3 no longer than 90 days and are
automatically classified as 1A (available for sale) at
90 days.
 
 Parcels in Category 1A should be disposed of as soon
as possible.  In accordance with Streets & Highways
Code Section 118.6, property must be offered for sale
within 12 months from the time it is determined to be
surplus.  Parcels in Category 1A that do not have
clearances, valuations, and/or maps and deeds are
NOT available for immediate sale, and should be
transferred immediately to the appropriate hold
category.  Authority to transfer excess from 1A to a
hold category requires specified approvals by the
district Real Property Retention Review Committee
(RPRRC).
 
 16.02.04.00 RPRRC and Transmittal of

Hold Requests
 
 The DD appoints the RPRRC to evaluate properties
to be retained.  The committee meets at least
annually, or more frequently as required.
 
 At least two weeks prior to the RPRRC meeting,
Excess Land staff transmits requests for approvals to
hold excess land to RPRRC with:
• Map of the property.
 
• Signed Form RW 16-3.
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• Any other data that could facilitate review.
 
 Upon request, the RPRRC Chair can extend a hold
up to 12 months by entering the extension date on the
current RW 16-3 and initialing and dating the form.
 
 New holds required before a scheduled meeting shall
be placed in the appropriate hold category with
approval of the RPRRC Chair.  The “release date” on
the RW 16-3 will be the meeting date plus one
month.
 
 Excess Land staff is responsible for updating entries
into the ELMS upon approval of hold requests.
 
 Headquarters staff is responsible for reviewing
ELMS reports and periodically auditing district files
of RW 16-3 forms to assure procedures and
approvals are correctly being followed.
 
 See the “Inventory Matrix” on the following pages
for additional information.
 
 16.02.05.00 Inventory Value - Value at Time

of Acquisition (VTA)
 
 Inventory value is the fair market value at the time of
acquisition of the excess considered as a separate
parcel.  The inventory value may not exceed the
acquisition cost (pro rata cost) of the excess parcel.
 

 ASC practice requires carrying the VTA as the parcel
value on inventory; it is the lower of cost or market
value at the time of acquisition.
 
 An arbitrary VTA of $1.00 may be used in the
following situations:
 
• The Department acquired title to the excess by

donation or legislative enactment.
 
• The value at the time of acquisition cannot be

determined or estimated (e.g., lost records).
 
• The actual cost is less than $1.00.
 
 16.02.05.01 Items Not Included in VTA
 
 The following items are not included in the VTA
even though they may be part of the Department's
capital cost of acquisition:
 
• Cost of easements (see Section 16.03.07.00 for

special treatment of easements).
 
• Cost of personal property since these are

inventory items in the property management
files.

 
• Damage payments on partial acquisition parcels.
 
• Relocation assistance payments.
 
• Demolition costs incurred in the removal of

improvements.

 INVENTORY VALUES

 Type of Parcel  Value

 Regular Excess Parcels Acquired
Through Acquisition

 The VTA from the “Federal Participation Memorandum” (Form ASCRW 8-
16) or from Form RW 7-13 in the acquisition appraisal.

 Rescinded Route Parcels  The cost of acquisition shown in the MOS including, if applicable, the credit
received for exchanged parcels.  If credits to the acquisition cost are made,
adjust the VTA to reflect these credits after preparing an Analysis of Cost with
Adjustments to Inventory Value, Form RW 16-2, for inclusion in the Excess
Land parcel file.

 Excess Created by Design Change
or Adjoining Owner Request

 Established by Excess Land as if the parcels were regular excess.  (Examples
include decertifications, revisions, and downscoped projects.)

 Former Maintenance Stations and
Material or Disposal Sites

 The value of the property at the time of acquisition.  Adjustments, if any, are
made in accordance with ASC procedures.
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 16.02.05.02 Adjustments to VTA
 
 Adjustments to the VTA may be required in the
following situations:
 
• Improvements have been sold or removed.
 
• A portion of the property has been sold as excess

land.
 
• The cost includes prepaid bond assessments and

refunds have been received.
 
• Portions of the property have been encumbered

with public roads under cooperative agreement
or encroachment permits in anticipation of the
proposed project.

 
• The property has been encumbered with utility

easements.
 
• The property has been encumbered with private

easements for access or other purposes.
 
 16.02.06.00 Annual Inventory Review
 
 The State Administrative Manual Section 8652
requires that a physical inventory be conducted at
least once every three years for all parcels with a
VTA over $5,000. This inventory is to assure that
records are accurate and that all parcels have had a
field review. 
 
 A district "Excess Land Record Review Team" to
review records should consist of one member from
Right of Way Engineering/Land Surveys, and one
from Excess Land.  The "Excess Land Field Review
Team" to review parcels in the field may have the
same members, or at the option of the district, consist
of one member from Property Management and one
from Excess Land.
 
 The teams must determine that right of way record
maps, excess land inventory, and excess land sales
files depict ownership of the same land.  See the table
entitled "Review Process."
 
 The Excess Land member is the team leader and is
responsible for ensuring that:
 
• An annual review is completed to assure

covering the entire inventory within a three-year
period;

• All discrepancies are identified and brought to
the attention of Right of Way district
management for resolution.

 
 The team members are responsible for reviewing the
inventory, files, record maps, and parcels in the field.
 The team members shall sign a verification statement
confirming that the review was completed according
to this section.
 
 The review is based on current fiscal year data.  The
Excess Land member assures that the annual review
is done by June 30, and that a report of the results is
completed no later than July 31 of the same year.  A
computer-generated "Right of Way Inventory Review
Worksheet (RWM 834-A)" is available to assist in
both record reviews and field reviews.
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 REVIEW PROCESS

 Step
No.

 
 Action

 
 Description

 1  Selection  Select sufficient excess land annually to allow a review of the total inventory within a
three-year period.  The RWM 834-A, organized by route and post mile, should be
used to compare the Right of Way Record Maps and Excess Land Parcel files. . 
Depending on the size of the inventory, a 100% review may be feasible in one annual
review.  In this instance, the next review would not be due for three years, unless a
significant number of parcels are added in the intervening years.

 2  Review of
Records

 The following records must be reviewed for each parcel selected.  Each should
contain the listed minimum information:

 Right of Way Record Maps:

• The total excess parcel delineated.

• The excess parcel identified by a ten-digit number.

• The area of the excess shown, either on the map proper or in the property box.

 Excess Land Parcel Files:

• A copy of a map denoting the excess.

• Form RW 16-1, "Excess Land Parcel Acquisition/Disposal Summary."

 Excess Land Inventory:

 A ten-digit parcel number must appear on the RWM 834-A..

 3  Comparison  Compare the three sets of records:

• Record Maps - find a corresponding number on the inventory and an excess land
parcel file for each parcel.

• Excess Land Files - find a corresponding number on the inventory and
identification of the parcel on the record maps for each parcel .

• 

 Identify any discrepancies found between the records and note them on the RWM
834-A.  Minor discrepancies in area should be corrected by R/W Engineering prior to
disposing of the parcel.  A major discrepancy may require a field review by the
Records Review Team.
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 REVIEW PROCESS

 Step
No.

 
 Action

 
 Description

 4  Physical
Inventory

 The Field Review Team conducts a field review of parcels.  Selection should be by
route for optimum results per travel day.  The same RWM 834-A used for the record
review should also be used for the field review.  Field reviews  determine whether  the
parcel:

• Requires any weed abatement;

• Is littered or is becoming a dump site;

• Has no obvious presence of hazardous waste.

• Appears to be unsafe;

• Has any encroachments or unauthorized occupants; and

• Appears to be the same size and configuration as shown on record maps.

 Note any problems found on the RWM 834-A.  Photos can be useful for
documentation purposes.

 5  Documentation  The RWM 834-A serves as the working papers.  It shall include:

• Names of team members.  List Records Review Team and Field Review Team
members separately as necessary.

• Signed team verification and dates of inspection.

• Date next review is required.

• 

• List of elements checked and identification of discrepancies in the records.

• 

• Identification of deficiencies in physical condition.
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 REVIEW PROCESS

 Step
No.

 
 Action

 
 Description

6 Report The report summarizes by county, route, and post-mile limits:

• How many parcels were reviewed;

• How many parcels were in compliance;

• How many parcels were not in compliance;

• Any discrepancies found among the two record sources, such as area differences,
are noted on the RWM 834-A.  Major discrepancies will need to be researched
and corrected as part of a follow-up process;

• Deficiencies in the physical condition of the parcels are noted on the
 RWM 834-A;

• A follow-up plan and schedule to correct any deficiencies is noted on the
 RWM 834-A.

 
 The Team Leader prepares the report for review by the Excess Land Manager.  The
final report is sent to the DDC-R/W, with informational copies to the HQ offices for
R/W Engineering, Property Management, and Excess Land.

 7  Corrections  The districts are responsible for correcting the discrepancies, errors, and deficiencies.

 8  Certification  HQ R/W will send a certification letter to the Chief of the Cashiering, Assets, and
Special Funds Branch of the ASC annually, as of August 1.  This letter summarizes
the results for all districts and:

• Certifies that the annual review has been completed and complies with the State
Administrative Manual Requirements;

• Gives the date of the next annual review required to meet the three-year total
inventory review requirement; and

• States that the report and working papers are on file in the district for any
subsequent audit review.



 16.02 - 10 (Rev. 1/99)

NOTES:


